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ABSTRACT

Designed for use in a 2-day workshop, this handbook
explains the advantages of using measurable objectives in career
education and includes techniques for writing the objectives, One day
{6 hours) should be devoted to the handbook, and a second to writing
work sessions. Arranged in outline format, the color-coded handbook
incecrrorates sections on: (1) What Are Measurable Objectives? (2} Why
Write Student Performance CObhjectives? (3) Why Write Program
Management Objectives? (4) What Are the Components of a Measurable
Dbjective? and (5) What Are Some Techniques Useful In Writing
Measurapla Objectives? Included in the aopendixes are techniques for
job competency identification and procedures for objectives writing.
This P:lletin was orepared by a Dean of Career Education and an
Associate Dean of Curriculum Development at Joliet Junior College,
Tllinois, and assistance in desigring and conducting such a workshop
is availabla from the authors or the Division of Vocational and
Technical Education, Illinois. {JS)
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FOREWARD

Several publications and sources of information exist regarding the development and
utilization of measurable objectives for education. The rroblems with these publications

is that (1) they do not all use common terminology, i.e., behavioral objectives, measurable
obisctives, student objectives, (2) each publication does not contain sufficient practical
instruction for preparing objectives for career education programs and courses, and (3) no
publication could be found which was addressed for use in a workshop setting. To meet
these needs, the Professional and Curriculum Development Unit of the Division of Vocational
and Technical Education contracted to have such a publication prepared.

This bulletin was prepared by Joseph® A. Borgen, Dean of Career Education, and Dwight E.
Davis, Associate Dean of Curriculum Development of Joliet Junior Ccilege, Joliet, lllinois.
Development involved the use of several sources and publications listed in the bibliography.
Refinement of the bulletin involved the entire DVTE staff.

It is our hope that this bulletin will make a contribution to further development and
utilization of measurable objectives for Career Education in lllinois. Suggestions for its
improvement will be appreciated.

Sherwood Dees, Director
Division of Vocational and
Technical Education
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Activity 2.2.1
ACTIVITY: Identify the competencies that will be required of a program graduate.

INTRODUCTION

A commonly accepted goal of any occupational offering is that upon compietion of the program, a graduate
will be ready for employment. ‘Job readiness’’ implies that the graduate of a program will have a reportoire of
competencies that match job entrance and advancement requirements.

In order that this match between the graduates reportoire of competencies and requirements for job entry
{and advancement) be as similar as possible it follows that a curriculum planner should use job entry (and
advancement) competencies as a basis for program objectives.

Program and course objectives are statements of what the student will be able to know or do (his reportoire
of competencies) upon successful compietion of the instructional program. Competency identification for the
targeted job(s) then is an essential step in program planning and required as a basis for writing measurable student
performance objectives.

For the purpose of these activities, a competency is defined as a statement of what the student must be
capable of doing or must know to succeed at his chosen vocation.

Competency description will, in most cases, be made in a combination of several forms: {a) task statements,
{b) listing of skills, (c) background knowledge statements, (d) job entrance requirements, (e) program topics, {f)
attributes of good employee, {g) job duties and responsibilities, (h) job evaluation standards.

The procedure in this activity is designed to assist you in developing a listing of competencies that can serve
as a basic (using the various descriptors) for writing measurable student performance objectives and later organizing
caurse and/or program content. (Activity 2.2.2 describes a method for writing student performance objectives based
upon information gathered in this activity).

PROCEDURE RESOURCES

1. FFamiliarize yourseif with the job(s) for which you will be attempting to
identify competencies that can serve as a basis for writing measurable
student performance objectives {which in turn will serve as a basis for
organizing course and/or program content.) As you review information
(literature and visits), begin compiling a listing of competencies. Don’t
try to evaluate, classify, or rate them but just concentrzte on generating a
list as comprehensive as possible.

The following is a listing of ways in which you can gain a familiarity with
a job and identify some typical competencies that a person trained for

that job must possess. Competencies you identify can be listed on Competency ldentification
“Competency ldentification and Analysis Worksheet” Form 2.2.1.3 Analysis Worksheet, Form
{Recall from the introduction to this activity the possible forms in which 2.2.1.3

competencies may L expressed).

A Obtain and review course and/or program outlines, course and/or
program objectives, and competency lists {availability of compe-
tency lists is usually limited) prepared by others having offered
training programs for the job area under consideration.

B. Obtain and review sample job descrintions prepared by organi-
zations presently employing persons for the job(s) under consid-
eration.




Activity 2.2.1 {(cont.)
PROCEDURE (continued) RESOUKCES

C. Interview persons presemly employed or supervising others
employed in the job area undei consideration.

D. Obtain and review accreditation standards (for licensed occu-
pations), competency studies, or other publications wherein
competency information on the jobl{s) under consideration is
reported.

2. With the information you gathered in step one, you are probably
confronted with one of the following situations:
Situation 1: You have at hand a job descripiion(s) and an initial list of
competencies for the job area under development. IF THIS IS THE
CASE, GO NOW TO STEP FIVE OF THIS PROCEDURE.
Situation 2: You have gathered information but it is not in the form of a
job description and an initial list of competencies. IF THIS IS THE
CASE, GO NOW TO STEP THREE OF THIS PROCEDURE.

3. Develop a job description({s) based upon information gathered in step one
of this procedure. When preparing a job description your self consider:

A. Typical or representative tasks performed on the job Exampie Job
8. Typical conditions under which the worker must parform the job Descriptions Forms
C. Some of the more common tools or equipment us:d on the job 2.2.1.1 and 2.2.1.2

NOTE: See example job descriptions, Forms 2.2.1.1 and 2.2.1.2.

4. Develop an initial list of competencies based upon information gathered
in step one and the job description(s) developed in step three.
Essentially, to create such a listing you should be seeking answers to the
following two questions:

A. What are some common tasks or activities a person must be able
to dotand/or
8. What must a person know to be successful at the job?

5. List competencies you may have gathered in previous steps in Column
(A) on the "Competency ldentification and Analysis Worksheet”’, Form
2.2.1.3. Form 2.2.1.3

For an example listing of competencies, see Form 2,2.1.4. Form 2.2.1.4

NOTE: The listing of competencies you have at this point is probably
only tentative — the following steps of this procedure are
designed to help you perfect this list using a specialized
occupational advisory committee.

6. Organize a specialized occupational advisory committee %0 assist you in
perfecting your competency list and gathering the additional information
necessary to later write student performance objectives.

NOTE:See Form 2.2.1.5 for some suggestions on membership and Form 2.2.1.5
procedure for organizing a specialized occupational advisory
committee.
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Activity 2.2.1 {cont.)

PROCEDURE {(continued)

RESOURCES

7.

Schedule and plan a meeting with your specialized advisory committee
for the purpose of identifying competencies for the jot area under
consideration.

NOTE: It is important that you have a well organized meeting that both
you and committee rnembers feei is productive. {f the committee
members do not feel that the meeting is productive, they will be
reluctant to cooperate in the future when you will again need
their advice and input.

The purpose of this meeting as mentioned above is to identify
competencies. Do not rely on the committee for all of the competency
listings, but rather go to the meeting with an initial listing as
comprehensive as you can generate using your own expertise and the
suggestions in previous procedures.

Meet with your specialized advisory committee to continue the process
of competency identification. You could use Form 2.2.1.3 or you may
just want to make rough draft listings to be entered on the forms for
evaluation at a later time. Begin by having the committee briefly review
the competency listing that you have generated and then ask them to
help you expand and add to the list making it comprehensive ana
inclusive for the job area under consideration.

NOTE:Attached to Form 2.2.1.3, “Competency Identification and
Analysis Worksheet” are some diagnostic questions that you may
wish to use with your advisory committee to isolate a listing of
competencies of Column A. Notice that similar questions are
provided for othe; ::olumns of the form and will be introduced in
later steps. Attachment F is a summary of all the diagnostic
questions.

While generating this list do not attempt to limit, evaluate, refine,
classify, etc., the competency suggestions. This can be done later and at
this time it will have a tendency to stifle the free response suggestions
you might get from the committee. Keep probing for competencies until
you and the committee agree that the list is inclusive for the job. As time
permits in this meeting, the vague, general, or broad competency
statements can be further studied by asking the committee to describe
examples of employees having the competency.

After the first committee meeting devoted to competency identification,
the competencies generated by the advisory committee should be
organized in preparation for completing the remaining columns on F¢c 'm
2.2.1.3, “Competency ldentification and Analysis Worksheet.” The
following steps are suggested.

A. Review the list to identify those items that are most general and
would make up an inclusive listing of general headings or topics
for the job.

B. Group with each one of these competencies other listings that
would be sub-competencies for the more general one.

C. Again, review the items and indicate those which are still too
broad and need further breakdown. You will have to use some
judgment as to what is sufficient detail and what is too much
detail. Do not include detail of the level that would be taught at a
daily instruction plan.

Form 2.2.1.3

Form 2.2.1.3
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Activity 2.2.1 {cont.}

PROCEDURE (continued)

RESOURCES

10.

11.

O. Identify those competencies which deal with vague, abstract, or
otherwise unclear type competencies, especially those dealing
with human relations. These will need special attention by your
committee in order to identify the performance being sought.

E. List your competencies or. Form 2.2.1.3 and have the worksheets
(Form 2.2.1.3) ready for the second advisory committee meeting
described in step ten.

Meet your specialized occupational advisory committee a second time to
compilete columns B, C, D, and E of the *“Competency ldentification and
Analysis Worksheet.” At this time your advisory committee will rate the
importance of each competency on the list along with an estimate of
frequency an average employee would apply the competency. Infor-
mation in Column D and E will provide content for later writing student
performance objectives.

NOTE: Again, diagnostic questions related to gathering information to
complete each of these columns are attached to Form 2.2.1.3.

Since the completion of the “Competency identification and Analysis
Worksheet”, Form 2.2.1.3, to this point has been based on data you
obtained from any of a number of sources mentioned in step one and the
contribution of your advisory committee, you may wish to test the
information you have on other knowledgeable individuals. This step will
assist you in assessing the completeness of your competency list and the
extent of agreement among persons knowledgeable about the job. To
accomptish this, follow these steps:

A. Using a form containing the same three columns as (A, B, and C)
of Form 2.2.1.3, list the competency statements developed in this
activity in the first column of tne form. Leave “Frequency of
Performance”, Column B, and “importance”, Column C, blank
since these are the columns you will be asking others to react in.
Provide instructions for the people who will be asked to respond
to each competency staiement entering their response in Columns
B and C. Also, instruct them to add and rate other competency
statement they feel should be included.

e. Select a sample of people to rate the second and third columns
(Column B and C) and possibly add to the list of competencies 'n
the first column (Column A) of Form 2.2.1.3. This sample should
contain a variety of people such as foremen, supervisors, workers,
apprentices, and others having working knowledge of the job
under consideration. This sample should not contain persons
from the specific advisory committee used to generate the list.
Furthermore, persons in the sample should not be informed of
the person on the advisory committee involved in the preparation
of the list of competencies they will be rating. {This suggestion is
made so as not to bias the ratings you are seeking).

C. Mail or hand carry the listing of competency statements to the
people in your sample. Ask them to do the rating at their
convenience (be sure tney are aware of the importance and
urgency of this task and establish deadiine date for them to
respond) and return it to you as per your instructions. (mail,
visit)

D. Tabulate the resuits on another set of forms. The results of this

tabulation should represent the majority or consensus of opinion.

Form 2.2.1.3

Form 2.2.1.3
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— . Activity 2.2.1 {cont.)
PROCEDURE (continued) RESOURCES

por cvnie - a fm——— e e

NOTE:If most of the responses arz2 about the same you can skip
procedures E and F below. Haovraver, if there is considerable
variation in the responses, yc inay need to obtain additional
feedback from the group. Steps E and F will help you obtain a
better consensus reaction or rating.
E. Return the tabulated results to the sample with instructions to:
(1) Review the ratings and indicate their agreement or
disagreement.

(2) If they disagree with the ratings, explain why and to what
extent they disagree.

(3) Return the results to you.

F. Again, tabulate the results and determine which ratings need to
be changed on the "rsis of the second cycle of responses. You
should now have t  ‘onsensus opinion of your group and the
information should ...2 a high degree of validity and reliability.




FORM 2.2.1.1
Example Job Description

Occupation: Machinery Serviceman
D.0.T. No.

O.E. No.

The machinery serviceman is a generalist, has mechanical skills and is an expert in diagnosing machinery
problems and in correcting such situations. He is able to listen and observe a specific machine and correctly diagnose
the problem. He must be an exzert mechanic as well as diagnostican of troubles. He must be familiar with all makes
and models of machinery, must know the nomenclature of parts, and be able to specify specific new parts and/or be
able to repair the inoperative old parts.

The job requires that he be able to operate a truck, use and operate many different tools and equipment,
meet customers, and be acquainted with the operation of all machinery. He must be ’on cad’ ussentially all the time
during the heavy work scasons. During the off season, he may be required to assist irn machinery repair in the shop as
well as be "“on call” to the customers. He is required to maintain customer service records, order new parts, and have
information availakie as to the cost of new machinery and the trade-in value of used machinery.

~55—
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FORM 2.2.1.2.
Example Job Description

Occupation: Garden Supply Salesman
D.0.T. No.

0O.E. No.

The garden supply salesman has a knowledge of lawns, shrubs, annual and perennial tlowers, pest and disease
control, soil structure, fertility, and other information that enables him to advise individuals on the planting and
maintaining of plants. He provides a service in the design, selectior, and mai:iienance of most plant life. He possesses
a fundamental knowledge of the methods of propagation by seeding, budding, grafting, layering and cutting. }e is
acquainted with the various plant diseases. He is able to provide sketches of landscaping design to various cus comers
to meet their specifications, He is often required to supervise non-skilled garden supply store helpers.

The job requires that he be able to dr.ve a truck, meet customers, and be acquainted with and operate
manual equipment. During the off-season, he may be required to participate in the preparation ane seeding of new
greenhouse beds. He is required to write out customer orders, make sales, and maintain customer re.cords.
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Form 2.2.1.3.
SUGZESTIONS FOR USING FORM 2.2.1.3.

Form 2.2.1.3 is suggested for your use in identifying job competencies and other pertinent information
relaied to each competency. The following paragraphs explain the use of each column of the form -- attached aiso
are questions that should help you draw information from your advisory committee for each column.,

Column A. It is suggested that Column A be used for listing competency statements for any particular job. This
will undoubtedly require several pages of the form. You may want to use the form during the initial listing; however,
it may be better to develop an initial list (from your own experience, literature, interviews, advisory committee, etc.)
on blank paper than organize this list before entering it on the form. A competency statement for the purpose of
this activity is a statement describing what a person must be able to do or what he or she must know to be successful
on the job. See example competenc ;s statements on Form 2.2.1.4.

Column B.  This column is provided for making frequency ratings, indicating the approximate frequency that the
employee would become engaged in the activity. This will, of course, be sn average figure based on a variety of
estimates and should not be considered as an exact figure. The purpose of the rating is to get an indication of relative
importance based on how often the employee would need this competency. A competency encountered on a daily
basis may be considered much more iriportant than one encountered only twice per vear. See example frequency
ratings on Form 2.2.1.4,

Column C. In Column C the activity is rated for its importance for both job entry and job advancement. This
1aling is again an average and should represent the consensus of some of your own judgments, literature, interviews,
advisory comrnittee members, etc. This evaluation allows for a rating independent of frequency. For examble, a
competency that is needed only once a month may be rated as essential to the job and another competency
encountered daily may only be desirable cr even unnecessary. See example imporiance ratings on Form 2.2.1.4.

Coilumn D.  Conditions under which the employee will demonstrate or execute the competency is important iri
structuring learning and evaluating situation. This column should include statements of special or important
conditions under which the employee must demonstrate the competency; i.e., will the employee have access to
special tools, specific instructions, have a time limitation, etc. This column is not intended for listing details, steps,
procedures, or other deailing of the original competency statement. See example condition statements on Form
2.2.1.4

Column E. This column is for listing the criteria that will be used to judge satisfactory achievement of each
competency listed in Column A. Criteria statements may contain quantity, quality, time standards. See example
criteria statements on Forin 2.2.1.4.
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FORM 2.2.1.3
ATTACHMENT A

DIAGNOSTIC QUESTIONS TO AID IN IDENTIFYING
COMPETENCY STATEMENTS (COLUMN A)

What does the person do in performing the job; i.e., what are the common tasks or activities a person must be
abie to do?

What must a person know to be successful on the job?

What background information (knowledge) is most important fcr tive empluyee 1o know?
What are the day-to-day activities performed by the employee?

What are the day-to-day problems encountered by the employee?

Must the employee solve problems in performing his job? If yes, what type of problems must he solve?

"ADDITIONAL DIAGNOSTIC QUESTIONS WHICH
MAY BE USED

What are the entrance requirements for obtaining a job with your company?

A. Are specia! tests given? If yes, what are they?

B. Is acertain tevel of schooling required?

Are there handbooks or lists of rules which an employee must follow in this organization?

What kinds of things should the student be able to do at the end of the course or program that will most
facilitate his becoming a skilled technician (craftsman, nurse, mechanic, etc.) in the least amou:t of time?
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FORM 2.21.3
ATTACHMENT B8

DIAGNOSTIC QUESVIONS TO AID IN IDENTIFYING
FREQUENCY OF PERFORMANCE (COLUMN B)

1. How often is the given competency needed or used?

2. Is the competency used everyday? Every week?: Every month? Every year?

3. On the average is the competency necded five, ten, twenty-five times per day? Per week? Per rnonth?
—~60—
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DIAGNOSTIC QUESTIONS TO AID IN IDENTIFYING THE
IMPORTANCE OF THE GIVEN COMPETENCY (COLUMN C)

Is the competency essentiai for job entry? Job advancement?

Is the competency desirable for job entry? Job advancement?

Is the competency unnecessary for job entry? Job advancement?

What if the competency cannot be developed in the educational program?
How many of your entering employees now have this competency?

How many of those who advance in your organizatior. have this conpetency?

81—
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10.

FORM 2.2.1.3.
ATTACHMENT D

DIAGNOSTIC QUESTIONS TO AID IN iDENTIFYING CONDITIONS
UNDER WHICH THE COMPETENCY WILL BE APPLIED {(COLUMN D)

Unde: what conditions is the competency tc be used or to be performed?

A. Where are the competencies performed?

B When are the competencies performed?

C. How are the competencies performed?

D With whom are the competencies performed?

E. Are there time limits within which the job or criteria must be performed?

What tools or major equipment must the employee be able to operate?

Does the employee work mainly with equipment or does he come in contact with the customer?
Does the employee need any special skills in performing the competencies?

What circumstances must exist for the competency to ke successfully applied?

Are there special requiremants?

A. Certification

B Registry
C. Union requirements
D Age restrictions

E. Physical requirements

Are there special tools or equipment the employee must use?

A. What is the employee supposed to do with the special tools, forms, etc.?

B. What is the ernployee not supposed to do with the special tools?

Are there forms which must be filled out by the empioyee?

A, What are the forms?

B. When are they tilled out?

What attitudinal characteristics are essential {if any) in performing the competencies?

Is the employee expected to diagnose a problem and to make a decision as to what he must do to correct the
problem? if yes, how do you train the employee to diagnose problems?
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11.

12

16.

17.

Is there a sequence which must be followed in the performarice cf a competency correctly?
Must the employee Le able to recognize dangers when he is performing a competency?
Does the empioyee deal with the public while on the job?

Are any special or personal attributes required for job success?

Are special manipulative skills required? If yes, what are they? Wha must the employee be able to
manipulate?

Must the employee be able to recall certain facts, sound, conditions, reasons, knowledge, etc.? If yes, what
must he be able to recall?

Must the employee be able to give or to receive clear and concise verbal orders or directions? If yes, what
types or forms of speech must be used?
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FORM 2.2.1.3
ATTACHMENT E

DIAGNOSTIC QUESTIONS TO AID IN IDENTIFYING
CRITERIA THAT EXHIBIT SATISFACTORY APPLICATION
OF THE COMPETENCY (COLUMN E)
1. What criteria can be used to evaluate acceptable employee performance of the competency?
A. What quality?
B. How fast? (Time or quantity)
2. How well should the outcome be achieved?

3. What criteria can be used to evaluate unacceptable competency performance?

4, Must the employee be able to discriminate between items or things for a auality judgment? If yes, what are
these itmes?

5. What are the most common mistakes made by employees in performing the task?
A. Beginning employees?
B. Skilled employees?

6. Upon what basis do you evaluate your employees for promotion?

7.  What factors are used in evaluation?

8  Why do people get fired from this job?

9,  Why do people get promoted?

1G. Describe vaur best employees.

11. Describe your poorest employees.
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FORM 2.2.1.3
ATTACHMENT F

SUMMARY SHEET
DIAGNOSTIC QUESTIONS WHICH CAN BE USED TO IDENTIFY:

Competency Statements

Frequency of Competency Performance

importance of the Competency

Corditions for the Application of the Competency

Criteria That Exhibit Satisfactory Application of the Competency

moowpy»

Question Will Aid In Identifying:
Diagnostic
Questions
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1. What does the person do in performing the job;
i.e., what are the common tasks or activities a
person must be able to do? X
2. What mwust a person know to be successful on the
job? X
3. What background information (knowledge) is most
important for the employee to know? X
4. What are the day-to-day activities performed by the
employee? X
5. What are the day-to-day problems encountered by the
employee? X
6. Must the employee solve problems in performing his
job? If yes, what type of problems must he solve? X X
7. What are the entrance requirements for obtaining
a job with your company? X X
A. Are special tests given? If yes, what are they? X X
B. Is a certain level of schooling required? X X
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TRM 2.2.1.3 [contl)

HMENT F
Questio.. - - .. dentifying:
Diagnostic
Questions
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8. Are there handbooks or lists of rules which an
employee must follow in this organization? X X
9. What kinds of things should the student he able to
do at the end of the course or program that will
most facilitate his becoming a skillen technician
{craftsman, nurse, mechanic, etc.) in the least
amount of time? X X
10. How often is the given competency needed or
used? X
11. Is the competency used everyday? Every week?
Every month? Every year? X
12. On the average is the competency needed five, ten,
twenty-five time per day? Per week? Per month? X
13. Is the competency essential for job entry? Job
advancement X
s, - Is the competency desirable for job entry? Job )
advancement X
15. Is the competency unnecessary for job entry? Job
advancement? X
16. What if the competency cannot be developed in the
educational program? X
17. How many of your entering employees now have
this competency? X
18. How ma:.y of those who advance in your organization
have this competency? X
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FORM 2.2.1.3 {cont.)
ATTACHMENT F

|
Question will aid in identifying:
Diagnostic
CQuesticns
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19. Under what conditions is the competency to be used or
to be performed? X
A. Where are the competencies perfarmed? X
B. When are the competencies performed? X
C. How are the competencies performed? X
D. With whom ae the competencies nerformed? X
E. Are therz time limits within which the job or X X
competencies must be parformed?
20. What tools or major equipment must the employee
be able to operate? X
i?.1. Does the employee work mainly with equipment or
does he come on contact witn tte cusiomer? X
22. Does the employee need any special skills in
performing the competenci2s? X
23. What circumstances must exist for the competency
to be successfully applied? X
24. Are there special requirements?
A. Certification X
B.  Registry X
C. Union requirements X
D. Age restrictions X
E. Physical requirements X
25. Are there special tools or equipment the
employee must use?
A. What is the empluyee supposed to do with
the special tools, forms, etc? X
8. What is the employez not supposed to do
i with the special tools? X
26. Are there forms which must be filled out by
the employee?
A. What are the forms? X
8. When are they filled out? X
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FORW 2.2.1.3 {cont.)
ATTACHMENT F

Question will aid in identifying:

Diaonostic ‘
Questions

Com.petency
Statament
Frequency of
Performance
‘mportance
Conditions for
Application
Criteria That
Exhibit
Satisfactory
Apglication

27. ‘What attitudinal characteristics are essential {if ary) in
performing the competencies? X

28. Is the empioyee expected to diagnose a proolem and to
make a de:ision as to whet he must do to correct the
problem? If yes, how do you train the employee
to diagnosa problems? X

20, Is there 3 sequence which must be followed in the
performence of a competency correctly? X

30. Must tre employee be able to reccgnize dangers
— when te is performing a competer.cy? X

31. Does; the employee deal with the public while on
the job? X

32. Are iny specias or personal attributes required for
job success? X

33. Are special manipulative skills required? If yes,
whet are they? What must the employcve be able
to manipulate? X

34. Must the employee be able to recall certain
fai:ts, sounds, conditions, reasons, knowledge, etc.?
If yus, what must he be able to recall? X

35. Must the ernployes be able to give or to receive
izlear and goncise verbal orders or directions? If
ves, what types or forms of speech mwust be used? X

36. What criteria can be used to evaiuate acceptable
employee performance of the competency?
A. What quality?
B. How fas:? (time or quantity) -

X X X
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FORM 2.2.1.3 {cont.)
ATTACHMENT F

Question will aid in identifying:
Diagnostic
Quustions
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37. 4Yow well shou'd the outcorne be achieved? X
38. What criteria can be used to evaluate unacceptable
competency performance? X
39. Must the emplcyee be able to discriminate between
items or things for a quality judgment? If yes,
what are these items? X
40. What are the most common mistakes made by
employees in performing the task?
A. _ Beginning employees? X
B.  Skilled employees? X
41. Upon what basis do you evaluate your empioyees
for promotion? X
42. What factors are used in evaluation? X
43. Why do people get fired from this job? X
44, Why do people get promoted? X
45. Describe your best employees. X
46. Describe your poorest employees. X
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FORM 2.2.1.5.

Establishing a specialized occupational advisory committee

INTRODUCTION

Tne specialized occupational advisory committee is ust'ally organized to advise you regarding instructional
program in specific trades, crafts, or clusters of occupations. You probably would utilize a specific committee for
each occupational program area. For example, you may have a specialized advisory committee for horticulture, data
processing, marketing mid-managemen?, etc.

The specialized occupational advisory commmittee should be a formally organized committee appointed by
proper authority or authorities for a defined term. The committee is usually made up of leading members of the
industrial, business, professional and labor organizations of the community. The committee has no legislative or
administrative authority; but its basic poiicy is to serve in an advisory capacity. in addition, members usually serve
voluntarily without pay.

Some specific functions of the specialized advisory committee are:

1.

2.

10.

1.

12.

13.

14.

15.

To speak on behalf of employers and employees from specitic occupational areas.
Serves as a comimunication channel between the college and community occupational groups.

Lists the specific skills and suggests related and technical information for the program and courses
required for entry into and promotion within a career area.

Advises on the type of competencies {skills, knowledges, and attitudes)} needed to prepare students
for entering into a specific occupation.

Recommend physical fazilities and types of equipment needed for a specific occupational program.
Make suggestions which will promote and assure the highest quality program.

To recommend standards of competency and achievement which are necessary for entry into
employment and promotion within an occupational area.

Recommends competent personnel with appropriate business and industr’al experience as potential
instructors,

Ausist with an evaluation of the program of instruction.

Suggests ways for improving the dissemination of program information to potential students and
employers.

Assists in recruiting, providing internships, and in placing qualified graduates in appropriate jobs.

Keeps the school or college informed on changes in the !abor market, specific needs, and surpluses,
etc.

Provides a means for the school or college to inform the community of needed occupational
programs.

Assesses program needs in terms of the needs of the community.

Assists in long-term program planning.

—-72~

74



o

The procedure and steps for the selection, appointment, and utilization of advisory committee members are
pointed out in Activity 1.1.8. Members for a specialized occupational advisory committee should include: (1)
Persons presently performing in the job to be analyzed, {2) persons having supervisory responsibilities over those
actually performing the job, (3) persons having a knowledge of the industry or business to which the job is related,
(4} persons knowledgeable about the potential target group for which the program is being developed, (5) persons
who will be served by the program.

FOR EXAMPLE: an advisory committee to assisi you with the development of a program to train auto
mechanics might be organized as folicws: 3 auto mechanics (2 skilled and 1 beginner); 2 service managers; 1 auto
dealer; 3 regional service representatives from Ford, Chrysler, and General Motors; 1 black community leader; 1
representative of state employment service; and 2 students.

S
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Before beginning the actual writing of objectives, it is also important to understand that there are different
categories of objectives as well as different levels of objectives. These cateqories or domains of instructional
objectives are:

1. Cognitive — those objectives concerned with the intellectual processes of the student.
2. Affective — those objectives dealing with attitudinal, emotional, and valuing behaviors of the student.
3. Psychomotor — those objectives concerned with skill performance of the student.

Within each domain there are various levels of which objectives can be written. However, the domain mnst
widely used to illustrate and compare levels of objectives is the cognitive. The six levels of the cognitive domain are:
(1) knowledge; (2) comprehension; (3) appiication; {4) analysis; (5) synthesis; and {6) evaluation. These levels
suggest that objectives calling for recall (knowledge) represent the iowest level of cognitive performance. Conversely,
objectives written asking the students to make comparisons and iudgments (evaluation) require a higher level of
cognitive performance.

Even though this procedure does not deal with categorizing objectives, being aware of these different
categories and levels will assist you in recognizing the different ways in which student performance can be
prescribed.

A reference helpful in better understanding the three domains and levels of objectives is:

Popham, W.J. and Baker. E.L., Establishing Instructional Goals, Englewood Cliffs, N.J.: Prentice-Hall, Inc.
1970.




ACTIVITY 222

ACTIVITY: Develop student performance objectives basec on the competency identification and analysis
INTRODUCTION

Having completed the analysis of each competency (Activity 2.2.2) you now have the necessary background
information to begin the development of measurable student performance objectives.

The most useful form for student performance objectives :s that which describes the performance a student
should exhibit upon completior: of a course or pregram. An examp:e of such an objective would be:

Upon completion of this course, the student will be able to reline brakes on any automobile in accordance
with manufacturer’s specifications and flat rate standards for that car.

Note that an objective stated in this fashion tells what the student must do (reline brakes), it clarifies the
conditions under which he must perform (on any car), and the criteria against which his performance will be
measured (manufacturer’s specifications and flat rate standards).

Developing student performance objectives will establish for the student what he must be able to do and how
well he must do it, as well as serve to direct the preparation of instructional packages (courses or units) and
instructional methodology.

Two references to assist you in writing objectives are:

Robert F. Mager, Preparing instructional Objectives,
Palo Alto, California: Fearon Publishers, 1862.

Robert F. Mager and Kenneth M. Beach, Jr., Developing Vocational Instruction, Palo Alto, California;
Fearon Publishers, 1967.
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Activity 2.2.2 (cont.)

PROCEDURE RESOURCES
1. Assemble completed ‘“Competency !dentification and Analysis Work-
sheets’’ (Form 2.2.1.3). Form 2.2.1.3

2. Using the ‘‘Student Performance Objectives Worksheet” Form 2.2.2.1,
transfer competencies listed in Column A of the “Competency ldentifi-
cation and Analysis Worksheet’” Form 2.2.1.3 to the column labeled Form 2.2.2.1
*Task or Outcome Statements’’.

3. For each listing in the “Task or Qutcome State” column compiete the
worksheet by listing the conditions that will exist when the performance
is to be evidenced and the criteria that wil. { to judge the adequacy
to which the student has achieved each competency.

NOTE: Descriptions of each of these columns which represent the
components of a measurable objective are: {(a) Outcome Statement — a
statement that describes the task activity, knowledge, attitude, or other
accomplishment being sought; (b) Conditions — a statement of the
instructional circumstances under which the outcome will be observed or
measured; (c) Criteria — the standards: levels, or quality of outcome
being sought — standards that, when achieved, will identify acceptable
attainment of the outcome in the instructional setting.

4, You can now use the information from each of the three columns to
write measurable student performance objectives. Various forms can be
used to write such objectives — see the following examples.

Example 1

Obiective: Given a maladjusted color TV and necessary equipment,
the student will be able to adjust the set for a test
pattern to mect the manufacturer’s specifications.

Example 2

Outcome: Make color adjustments on standard color TV set.
Condition: The student will have access to necessary test equipment,
tools, manufacturer’s specifications, and a maladjusted TV set.
Criterion: The student must produce a color test pattern to
manufacturer’s specifications as described in manufacturer’s specifi-
cations and shown on color poster.

NOTE: Form 2.2.2.2 provides a series of questions you can ask yourself in

assessing the extent to which the objectives you have written contain

- information on each of the three components of a measurable
objective (task or outcome statement, conditions, and criteria).

-~78--




FORM 2.2.2.1
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